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BACKGROUND

Statutory provisions [ss. 15.02 (4) and 15.04 (I) (c)] authorize the Secretary
or designee, to create and appoint advisory bodies (councils, conmttees,
boards) and to rei nburse menbers for expenses incurred in the performance of
their duties. Oher nonstate enployes such as volunteers at institutions,
trai nees, interns, consuners, etc., provide valuable services to the Depart-
ment w thout renuneration. Some non-state enployes work for other state or

| ocal agencies or are consultants or contractors. For purposes of this
bulletin, a non-state enploye is defined as an enpl oye of another state
agency, an enploye of a |local governnental agency, or other individuals such
as consultants and contractors.

The Internal Revenue Service (IRS) requires each governnmental agency, as an
enpl oyer, to report taxable travel reinbursenments. As a result, DHFS now
requi res enpl oyes of other governmental agenci es who serve on advisory bodies
to claimtravel reinbursenents fromtheir enployer. |In turn, that

governnental agency is to invoice DHFS for any travel expenses. The enpl oying
agency is responsible for reporting any taxable travel reinbursenents to the
IRS. See Procedure #4 for submtting rei mbursenent requests.

The follow ng policy authorizes the rei nbursenent of expenses incurred by al

i ndi vidual s who provide gratuitous services in order to recognize their
contributions and encourage continued participation. |In addition, this policy
applies to all other non-state enpl oyes as defined above.

POLI CY

Advi sory body nmenbers and ot her non state enpl oyes who provide service to, or
ot herwi se benefit the Departnent, may be rei nbursed for actual, reasonable and
necessary expenses incurred in connection with their duties or activities if:

1. Specifically authorized by statute or contractual agreenent

2. Determ ned by the Adnmi nistrator/ Superintendent that the service provided
or benefit received is:
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a. Essential and not otherw se available to a program or function and
b. The val ue exceeds the anobunt of expense to be reinbursed

Trai ni ng-rel ated expenses for volunteers where the training is not
directly related to donated services to the Departnment are either

i nappropriate or require prior review and approval by the Division and
by the Division of Management and Technol ogy.

Source of funding (PRF, GPR, or PRO does not justify any distinction in
treatnent of expenses unless the terns of a grant or award of funds
specifically authorizes or requires such a distinction

O her governnental units or enployes of private organi zati ons may be
rei mbursed for expenses if the najor benefit is derived by the state.
If participation is nostly to influence state decisions for the benefit
of the governmental unit or private organi zation, expenses are not

rei mbur sabl e.

Non- st ate enpl oyes are not eligible for travel advances under any
condi ti ons.

Some contracts for consultants or contractors prouv de for rei mbursenent
of travel expenses in addition to the fee for service. Cenerally, the
contract should be for an all-inclusive fee for service. Wen

rei mbursenment of travel expenses is considered necessary, the

rei mbur sement shoul d be pursuant to state enploye travel guidelines and
state maxi muns. These gui delines and maxi muns shoul d be made known to
the consultant or contractor and included in the details of the witten
contract or purchase order. Sinply stating “plus expenses” in the
contract or purchase order is not acceptable.

Each division may establish additional witten criteria for determn ning
expenditure eligibility for reinbursenent. Each Division is responsible
for ensuring that adequate funding is available to reinburse allowable
expenses incurred for their benefit by nonstate enpl oyes.

A copy of reinbursenment criteria established by Divisions nust be
approved by the Division Administrator and filed with the Bureau of
Fi scal Services, Accounts Payabl e/Preaudit Secti on.

PROCEDURES

The office of the appointing authority (Secretary or Division

Adm nistrator) will maintain a record of each advisory body that is
appoi nted by that official. The record will indicate whether or not the
advi sory body is statutory, the title, the purpose, nanmes of nenbers,
dates of origin and term nation, funding source(s) and theenploye

aut hori zed to sign rei mbursenent vouchers as "Supervisor"” for nenbers.

For other non-state enployes who are eligible for expense reinbursenent,
a state enpl oye (coordi nator, chairperson, trainer, supervisor, etc.)

wi th permanent status who can certify that the claimant provi ded service
(volunteer work, received training, provided training, served as advisor
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or consultant, etc.) to the Department or unit thereof will sign the
rei mbur sement voucher as "Supervisor."

Rei mbursement for travel expenses of eligible non-stateenploye shall be
claimed in accordance with state travel guidelines, and within state
maxi muns that apply to non-represented state enployes. These guidelines
are found in Chapter 228 of the DHFS Supervisor’s Mnual , Uniform Trave
Schedul e Anobunts (UTSA) of the Wsconsin Conpensation Plan, and Section
12-Travel of the DHFS Accounting Policy and Procedures Mnual .

Rei mbursement for travel expenses of eligible nonstate enployes will be
claimed in accordance with the DHFS Supervi sor's Manual, except that:

a. The enpl oye identified in accordance with Procedure 1 or 2 will
sign the rei nbursenment voucher as "Supervisor."

b. Ml eage to and fromthe | ocation where service is provided may be
all owed if necessary to obtain the gratuitous services of the
cl ai mant .

Rei mbur sement requests should be subnmitted as foll ows:

a. Rei mbur sements for non-state enpl oyes who are enpl oyes of other
governnental agencies (i.e., county or other state agencies) shal
be made upon recei pt of an invoice fromthe enployi ng agency.
This invoice shall contain sufficient detail to determn ne that
state guidelines are net (date, purpose of trip, travel points
from. . . to, time of departure and tine returned, mleage, room
charges with | odging folio, each neal detailed by anpbunt, and any
other costs identified such as parking). A travel voucher form
may be conpleted and attached to the invoice as appropriate
docunmentati on. The enploye is to submit their rei nmbursenent
request to their enploying agency so that the enpl oyer can neet
I RS reporting requirements for taxable reinbursenments.

b. Al'l other non-state enployes shall be reinbursed directly by DHFS
by submtting a DHFS travel voucher form which shall be conpleted
according to state travel guidelines. The box “Non-State Enpl oye”
on the back of the travel voucher nust be checked.

The rei nbursenment voucher should identify the rel evant appropriation,
organi zati on and should be charged to account classification, 21600-
Travel Non- State Enpl oyes.

Under s. 48.675 (3), Wsconsin Statutes, the Departnent shall provide
funds from appropriations under s. 20.435 (3) (ho) and (6) (a) to enable
foster parents to attend education prograns. Adnministrative Rule HHS
56.10 (7) provides the follow ng:

a. Transportation expenses, to include travel, parking and neals,
shall be reinbursed at the rate for state enpl oyes.

b. Care of residents of famly foster hones while foster parents are
attendi ng approved training shall be reinbursed at the county-
approved rate.
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8. O her than foster care training above, child care reinbursenment may be
made only in those cases where a financial need has been established
(e.g., lowincone participant). The expense nmust be reasonable (rate

and hours) and identified by an appropriate receipt showing the sitter's
nane and address, the nunber of hours, the rate per hour, and the total
amount. It should be made clear to potential claimntsthat rel atives
are not eligible to be reinbursed for child caring fees

REFERENCES

W sconsin Statutes ss. 15.02 (4), 15.04 (l) (c), and 48.675 (3)
W sconsin Administrative Rule HHS 56.10 (7)

DHFS Supervi sor's Manual , Chapter 228

Uni form Travel Schedul e Amounts, Wsconsin Conpensation Pl an.
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